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|l ntroduction to ItheolEl ectronic Pol

The Bureau of Elections developed computer software that can be used in the polling place on Election Day to

process voters and generate precinct reports. The electronic pollbook (EPB) software is downloaded from the

Qualified Voter File (QVF) software and is loaded to a laptop prior to each election. Once the EPB software is loaded

on the | aptop, the software allows election inspectors t
is correct, and assign a ballot to that voter, essentially automating the typical paper process. After the election is

complete, the EPB software will generate reports to complete the official precinct record (paper binder pollbook) and

a voter history file that can be uploaded into the QVF to update voter history in a matter of minutes.

Key Features

U Access current voter registration and absent voter information in the precincts (from the day prior to the election,

in most cases)

Locateavot er 6s registration record by swiping their drive
Assign and recordthevoter6 s bal |l ot i mmediately upon registration coc
Look up voters registered within the jurisdiction but not in the assigned precinct

Print accurate reports, including a ballot summary that calculates, the list of voters, and remarks

Upload voting history quickly and accurately

ccocacaoc

Important Considerations

Maintain security throughout the EPB process by using an encrypted flash drive. The flash drive must be password
protected, and passwords should never be kept with flash drives. The encrypted flash drive must be used to transfer
files back and forth between the QVF computer and the EPB laptop.

Pre-election file transfer: QVF to EPB Post-election file transfer: EPB to QVF

QVF EPB_Package EPB_History QuF
Refresh on A on Refresh
Flash Drive Flash Drive

The laptop must not be connected to any networks (mustbei n fA ai r p | whanghe BRBkaftévgre is installed
on the laptop. Windows Updates and antivirus updates must be done regularly between elections.

It is also important to understand when to delete files. Delete all EPB files seven days after the final canvas (unless
there is a pending recount, court challenge, or audit/Secretary of State order). This keeps voter data secure and
prevents the wrong files from being used in future elections.

Most importantly, practice! Walking through the manual well before every election will ensure you understand all of

the features of the EPB software and will prepare you for successful implementation come election day. Remember
it is important to delete all practice files, too!
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Getting Bihactiedire mdaayder s

1. Wireless internet access i The laptop must be in
airplane mode on election day. To verify airplane

mode is enabled, click the notifications icon and & = e
make sure the Airplane mode is blue and that the Wi- RGeS Al settings
Fi button is gray. % Xt
Bluetooth ;

2. Donot s ki, $tepBa 4 isimportant when you = A N
save the backup file that you browse to the location _ . AK
that the file is supposed to be saved to, which is the — w::::de
flash drive. It does not automatically save to the flash ~ 89 By 4016
drive.

3. Unable to Record an Absentee Ballot i Click the File menu, click Options, and add a
checkmark to AAll ow the recording of Absent

4. Spoiling an Absentee Ballot i Absentee ballots are never spoiled in the EPB on Election
Day. There are other procedures in place for a voter surrendering their absentee ballot.
The duplication process does not include spoiling the original ballot number; see FAQ # 11
on p. 31.

5. Recording PDF ballots / ballots sent electronically i An absent voter issued an
electronic ballot is processed in the EPB with the same ballot number originally recorded
by the clerk. Electronically issued MOVE ballots returned by the voter on 8 %2 x 11 paper
are recorded in the EPB wusing t heontowhid itha a l
votes are duplicated is NEVER assigned to the absent voter in the EPB. Simply use the
duplication process established for other absent voter ballots that require duplication and
record the number of ballots used in duplication on line H of the Ballot Summary.

6. Dondt f or @&The Yotang Histazy file (epb_history.csv) must be saved to the
flash drive in addition to the 3 PDF reports and the backup file at the end of the night.

7. Even i f your | aptop fr ¢EiseminderistloFAQ#lbong. t o |
31.

While other workers continue to process voters using the paper backup:
First, try to close and reopen the EPB program, using Ctrl + Alt + Delete if necessary to
use the Task Manager to end the task and cl

you may restart the computer. Remember to log back into the flash drive as well as the
EPB program before you begin working again.
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| nspector 6s

Pull the laptop out of the case, plug it into a surge protector, and plug the surge protector into the wall. The power
cord may have two pieces. Keep the power cord plugged in throughout the day to maintain a 100% charged battery.
Plug the magnetic card reader and mouse into USB ports. Then turn the laptop on. Once the laptop has booted up,

make sure that the laptop cannot connect to the internet by turning on Airplane Mode (see pg. 5).

Log into the encrypted flash drive

The encrypted flash drive is a vital component of the EPB software program. Use this password-protected file
storage device to protect voter data, store the backup file, and store all the work done on Election Day so the Clerk

can update voter history and create precinct reports. When saving files,

encrypted flash drive.

To log into the flash drive, insert it into a USB port and:

Click the Windows Explorer folder icon
Click Removable Disk

Enter the password

Click Unlock

PwnNPE

make sure the files are being saved to the

Drive Tools ~ This PC

Computer View Manage

« 4 B ThispC

s+ Quick access ~ Folders (6)

. OneDrive - Desktop ﬁ Documents
3 This PC
== Removable Disk (E:} ) Music | Pictures
—
¥ Metwork R .
~ Devices and drives (3) 9
0s(C)
[ - DVD RW Drive (D)
L] 425 GB free of 451 GB Ty L

Log into the EPB software

After you have inserted and logged into the encrypted flash drive
with its password, you can open the EPB program.

To log into the EPB software:

1. Double click on the Electronic Poll Book icon in the upper
left corner of the desktop

2. Enter Encryption Password and click Enter

3. Enter Username and User Password and click Enter
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; Downloads
ﬁ Videos

. Removable Disk (E:)

BitLocker (E:)

Enter passwerd to unlock this drive.
aoooo| -~

More options

B 1 the encryption password selected when
1 this sofftware was setup:

Encryption Password: ssesssssss

2

Please enter a username and password to login:

2 User Name: JOHNSMITH|
User Password: essee | | Enter e
Note: This ion shuts down after four | login attempts.
|State of Michigan Logon Notice - PLEASE READ CAREFULLY ~

[This information system is the property of the State of Michigan and is restricted to authorized users. By
[agreeing to this notiication, you are consenting to monitoring and recording of all activities conducted
within this information system. This information system may be monitored and information examined,
recorded, copied and used for authorized purposes. Uinauthorized use of the system is prohibited and
violators may be subject to criminal and civil penatties. | certify that the information and statements made
with this account are true, correct, and comply with the provisions of state. | certfy that | am the v

Shutdown

Gu
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Save the First EPB Backup: Redirection Action Required!

You must keep the encrypted flash drive plugged into the laptop all day. Save a Backup periodically throughout the
day to save voters that have been processed. This ensures that data will not be lost if there is a hardware failure.
Pay attention to your laptop® settings when performing the initial Backup. The letter labeling your encrypted flash
drive in Windows Explorer may vary since it is dependent on the laptop and port being used.

To Back up the EPB: File | Edit View Reports Sys/
Un-lssued Defective Ballots
1.Click File Remarks
Save History Baclap i
2.Click Backup Backup

Py Close

3.Click this button
path field

4. Select Removable Disk (Drive
letter may vary). Use the
encrypted flash drive to save
files throughout the day and
after the polls close. Future
backups should remember the
drive you select in this step.

5. Double-click the [ElectionDate]

folder

Click Save

Click Backup

After a few seconds, the Backup

is in progress message will

appear, and the backup
continues briefly in the
background.

© N

~ 1 at the end of the file

Backup X

.!E‘ Close

This feature allows you to backup your Electronic Precinct List /
Poll Book data into a separate backup file, preferably stored on
REMOVABLE MEDIA, such as a USB drive or a CD. You should
do this from time to time so you will have an up-to-date backup
that can be restored in the unfortunate event that you should
experience a catastrophic failure with your computer that results
in a total loss of data.

Backup File:
E:\Electiondate\EPB.accdb

a Backup

| B

This feature allows you to backup your Electronic Precinct List /
Poll Book data into a separate backup file, preferably stored on
REMOVABLE MEDIA, such as a USB drive or a CD. You should
do this from time to time so you will have an up-to-date backup
that can be restored in the unfortunate event that you should
experience a catastrophic failure with your computer that results
in a total loss of data

-

Backup File:
C\EPB.accdb (I[-]
Backup
Select a backup file *
. « w | @ Search Electiondate »
Organize » New folg = 0
Michigan QWF C ~ MName - Date modified Type
J! Music EPB_Package 5/16/2019 11:36 AM  File folder
MNowvl6Test
B Vvideos
fi OneDrive
B This PC
v = USB Drive (E)
Electiondate
¥ Metwork
Lo 4 >
File name: EPB [
Save astype:  Access 2016 (".accdk) ~
~ Hide Folders B Save Cancel
e e g e —m e eem — o .
Il QUF Electronic Poll Book X

Backup is in progress. You will be notified if there is an error.

;

—————=wwraT

T

The laptop and EPB software are now ready for voters!
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Read and Use the EPB Main Screen to Process each Voter

The EPB main screen is divided into three sections. Take a moment to become familiar with the various parts of the
screen. Make sure the top line lists the correct election and precinct number.

) QUF Electronic Pollbook - X
File Edit View Reports SysAdmin Help

Election: 11/06/2018 - STATE GENERAL - BOHEMIA TOWNSHIP Precinct: 00001
Voter Search Voter Details List of Voters
DLN / Name: :] Search #  Assigned To Ballot
Name: MCQVF, AGATHA CHRISTIE DOB: 08/17/1955 i
This Precinct i
I e I Enlisied I Address: 1361 STATE HIGHWAY M38 Precinct: 00001
These voters are located within selected inner precinct(s): MASS CITY MI 49948
Voter Name DOB o/ Ballot Style: 1B
D MCQVF, AGATHA CHRISTIE 08/17/1955
? MCQUF, ANN MARIE 06/09/1964 Gender: F Perm | Reg.Date: 03/06/1992
MCQVF, C CAMPBELL 06/03/1980 ssl'::g . ROUSSEAUTOWN HALL Eff. Rg.Date:  03/06/1992
MCQVF, CACHE CORINA 07/14/1980 * 572 ROUSSEAU RD
MASS CITY MI 49948
MCQVF, CADIE CONRAD 07/03/1980 Geography
MCQVF, CAIRENA CALL 07/12/1980
MCQVF, CAITLIN CHAD 06/18/1980
MCQVF, CAITLYN CARLOS 0612211980 If you need to perform an action for this voter, such as issuing or
MCQVF, CALEB CECIL 08/01/1980 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
MCQVF, CALEY CHEHATA 08/18/1980 this button:
MCQVF, CALVIN CLAUDE 04/23/1980
MCQVF, CAMERON COVEN 04/27/1980 H
MCQVF, CANDACE CLARENCE 04/29/1980 LOCK thls VOter record
MCQVF, CANDICE CLARA 06/06/1980
MCQVF, CAPRI CASIMER 07/05/1980 If you do not LOCK this voter, then you cannot perform any actions for this
MCQVF, CAREAL CASCIANI 07/01/1980 voter, and no changes will be recorded for this voter.
MCQVF, CAREN CLEOPHIS 07/17/1980 G IR o
MCQVF, CAREY CHERIAE 06/10/1980 sl il
M Qi CARL AN O SolZM IS0y Voter's Status is TO BE VERIFIED: CONFIRMATION NOTICE
MCQVF, CARIN CORIANTON __ 06/23/1980 _ v|| |yOTING STATUS: Did not vote in precinct
1632 matching voters | Total =0
JOHNSMITH |

Voter Search: The Voter Search section of the screen is the precinct list. All voters in your precinct will be listed
under This Precinct tab. The Other tab provides access to the lists of other precincts in the jurisdiction. The
Unlisted tab is available to add voters not found in either list in certain situations.

Voter Details: The Voter Details section of the screen sihctusdig t he
the appropriate Ballot Style that should be issued to the voter. The Geography button provides detailed district

information for each voter. The middle of the screenisthefi Lo c k t hi s ¥abdn baox wHere babots avif be

assigned and recorded. Voting status flags appear at the bottom of the screen. This portion of the screen is

important to verify the status before issuing a voter a ballot.

Listof Voters:The List of Voters section records the voterés na
a running list. This section is for reference; use it throughout the day to balance with the tabulator.

The EPB software contains the voter list for the precinct, records the ballots issued, and creates the List of Voters for
the permanent record of the precinct. With a few clicks, a voter may be verified and assigned a ballot.

Important Note: | f a voter does not wish to have their drivero6s
EPB software.
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Assign a Ballot

The voter must complete an Application to Vote, and their photo identification must be verified or the Affidavit of
Voter Not in Possession of Picture Identification must be completed before processing a ballot in the EPB software.
Once those steps have been taken, process the voter in the EPB by following these steps:

1. Swi pe t her v dicersé threugh the magnetic card reader or o g
type the voterdéds name into the DLN Loc“hi,vote,,ecorda, e
first. I f typing, select the corr| = n d
thisvoterrecor d, 6 ot herwi se skip to Steplar—"—""——

. Lo Name: MCQVF, CALEB CECIL e DOB: 08/01/1980

2' V eri f y t h e vo t er Amllcatlmnf 0 Address: 25873 DISHNEAU RD Precinct: 00001

to Vote matches EPB. MASS CITY MI 49948

Ballot Style: 1B

Gender: F Temp Perm | Reg.Date: 03/24/2018

Polling Eff. Rg.Date: 04/23/2018
Location :

ROUSSEAU TOWN HALL
572 ROUSSEAU RD
MASS CITY MI 49943

Geography
3. Click Regular ballot
Issue a ballot Other actions
4. Enter the next available ballot number in the Regular ballot e! Hhocom i Sticarioe o
This ballot number will be assigned box , T
(this number will auto fill after the first number Gl s olicion ?
for the ballot style has been entered) Einciope Rl provenel Reject a bakt

5. ClickOK,andthevot er 8s name w Shisnenged besot

added to the List of Voters. Undo o ot i e

* Unlock this voter without performing any action Voter Remarks Label

VOTING STATUS: Did not vote in precinct

Verify the ballot was issued

Click OK on the confirmation window (if enabled). After you assign the ballot, the main screen returns. Three places
verify the ballot was processed in the EPB software. Further duties may be divided amongst election inspectors,
including completing the Election Inspector Completes portion of the Application to Vote and providing the voter a
ballot in a secrecy sleeve. The voter will then go to a voting booth to vote their ballot and return the ballot to the
tabulator.

£} QUF Electronic Pollbook o X
File Edit View Reports SysAdmin Help

Election: 11/06/2018 - STATE GENERAL - BOHEMIA TOWNSHIP Precinct: 00001
Voter Search Voter Details List of Voters
o iName: [ | | Seah PR— v
Name:  MCQUF, CALEB CECIL DOB: 08/01/1980 N s o
This Precinct
| ot | unistes | Address: 25873 DISHNEAU RD Precinct: 00001 z
These voters are located within selected inner precinct(s): MASS CITY MI 49948
Voter Name DOB A Baliot Style: 18
» |2 MCQUF, AGATHA CHRISTIE  08/17/1955
? NCGVE ANNIMARE e Gender: Parm | Reg.Date: 0312412018
MCQUF C CAMPBELL 06/03/1980 Pollng | polsSEAy TOWN HALL Eff.Rg.Date: 04232018
MCQVF, CACHE CORINA 0711411980 ocation* 572 ROUSSEAU RD
MASS CITY MI 49948
MCQUF, CADIE CONRAD 071031980 T
MCQUF, CAIRENA CALL 07112/1980
MCQUF, CAITLIN CHAD 06/18/1980
MCQVF, CAITLYN CARLOS 06/22/1980 If you need to perform an action for this voter, such as issuing or
1 REG_MCQVF, CALEB CECIL 08/01/1980 spoiling a ballot, then you must first LOCK THIS VOTER by clicking
MCQUF, CALEY CHEHATA 08/18/1980 this button:
MCQUF, CALVIN CLAUDE 04/23/1980
MCQUF, CAMERON COVEN  04/27/1980 H
MCQUF, CANDACE CLARENCE 04/29/1980 Lock this voter record
MCQUF, CANDICE CLARA 06/06/1980
MCQUVF, CAPRI CASIMER 07/05/1980 Ifyou do not LOCK this voter; then you cannot perform any actions for this
MCQVF, CAREAL CASCIANI 07/01/1980 voter, and no changes will be recorded for this voter.
MCQUF, CAREN CLEOPHIS  07/17/1980 e —
MCQUVF, CAREY CHERIAE 06/10/1980 el U
MCQUF, CARI CAITLIN 05/21/1980
> Regular ballot [00000001] issued at the precinct.
MCQVF, CARIN CORIANTON __ 06/23/1980 e VOTING STATUS: Voted in precinct using a Regular ballot.
1632 matching voters Total=1

ADMIN
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